Steps to Run a “Fuel and Tank Exception” Report in ARI

In ARI Insights, click on the Reporting tab in the top black ribbon then
click on Reporting HUB
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» In the Report Topic field dropdown, click “Fuel” and hit Search button

» Click on “Fuel And Tank Exception” in the Report Name box and it will bring
up the Prompts Screen
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Reply to prompts before running the queny.
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(Z) More Information

Select or type the values you want to retum to reports for each prompt displayed here

I Run Query ] | Cancel |

Enter your beginning and ending dates in the appropriate fields and click “Run Query”.
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Once the report comes up click the “Document “ dropdown in the top left corner
and “Save to My Computer As....“Excel” to export the file.

Once the report downloads you will be able to save it.



" u u L ! =]

L
Fuel and Tank Excention-WEX From 4/1/20 to 4/30/20

3 |# of Tank Capacity Violations: 76 # of Fuel Type Exceptions: 22 Amount of Premium Fuel: $4,137.32 Last Refreshed:
Tank Capacity Violations By Month Expense By Fuel Type Premium Fuel By Month
80 - $4,500.00 -
70 $4,000.00
60 - *{% $3,500.00 1
S0 $3,000.00
1 OUnleaded Regular
" $2,500.00
40 4 BmFramium
304 OOther Fuel $2,000.00 1
20 ENon Fuel $1,500.00
BDjesel $1,000.00 1
10 4 $500.00
0 $0.00
o
,@"P
Non Fuel Transactions By Month # of Fuel Type Exceptions By Month # Multiple Transactions By Month
g
$350.00 25 4 1000 4
5300.00 4 900 1
20 4 800
5250.00 200 4
5200.00 15 4 600 4
500 4
S10.00 1 10 1 400
5100.00 300
<000 5 - 200 4
$50.00 1 100 4
$0.00 ! 0 1]
o
,9"9
G
7
i
» Summary Chart Tank Capacity Violation Premium Fuel Exception Fuel Type Exception Non Fuel Exception Multiple Transactions in a Day J® 4

* The downloaded report looks like this when you open it.
* At the top you will find relevant totals for the reporting period.
* Along the bottom are tabs for worksheets containing a variety of information.

* If you ever have questions please don’t hesitate to contact Fleet Management
*  Email: Fleet@wv.gov or call (855) 817-1910
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